
 

Attending a Microsoft Teams Townhall 

The Teams Townhall is a live event where you can engage in the moderated Q&A.  There will 
not be an open chat among attendees.  
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Joining a town hall 

Before you join a town hall, make sure to download Microsoft Teams on your device. 

To join a town hall: 

Open the invitation you received and select Join event.  
 

 

1. When you select Join event, the event will launch automatically in Teams, where 
you'll see the event screen. 

Note: Attendees cannot join a Teams town hall using Firefox or Safari at this time.  

 

 

 

 

 

https://www.microsoft.com/microsoft-teams/download-app
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Accessing Live Captions 

 

 

To use live translated captions during a town hall: 

1. Select Caption   in your Teams window. 

2. Hover over Caption language or track  . 
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3. From the available languages, select the one most familiar to you. 

You'll now be able to view live captions in the selected language. 

 

 

 

 

 

 

 

 

 

 

 

 



Page 5 of 6 
 

Participate in Q&A 

During a town hall, you can engage in Q&A, where you can post, reply, and react to 
questions. If the Q&A is moderated, you'll receive a notification that an organizer received 
your question and will review it before posting.  

To open Q&A, select Q&A   at the top of your Teams window. 

 

To ask a question, type in the Ask a question text box at the top of the Q&A panel. 

To learn more, see Q&A in Microsoft Teams meetings. 

Leave a town hall 

You can leave a town hall at anytime by selecting Leave  in the top corner of your Teams 
window. 

Access a town hall recording 

After a town hall ends, the event organizers can choose to publish the event recording for 
attendees to watch. If a town hall recording is published, you'll automatically receive an 
email with a link to the recording.  

https://support.microsoft.com/en-us/office/q-a-in-microsoft-teams-meetings-f3c84c72-57c3-4b6d-aea5-67b11face787
https://support.microsoft.com/en-us/office/q-a-in-microsoft-teams-meetings-f3c84c72-57c3-4b6d-aea5-67b11face787
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By default, most event recordings expire after 30 days but can be extended by the organizer. 

 


